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l. INTRODUCTION

Occasionally payments are received in the Division of Operations, which cannot be
identified. The most common methods of payment are check and money order. When a tax
return or remittance form does not accompany a payment, it is difficult to determine the type
tax being paid. When employees in the Division of Operations cannot determine how a
payment should be applied an “Instruction Request for Application of Payment (Revenue
Form 21A202) form is sent to the original taxing area for instructions on payment processing.
This form is more commonly referred to as a “202".

The Division of Operations processes all checks and money orders promptly and expedites
crediting of “202” payments in order to ensure timely and accurate crediting to tax accounts.

Il. PROCECURE
In order to assure prompt and accurate crediting, taxing areas should follow the following
procedure when completing the “Instruction Request for Application of Payment (Revenue
Form 21A202):

1. In order to determine the proper account to which money must be applied, review all
applicable data bases, locator files, fiche files, and purged lists.

2. When the proper account has been determined, complete the Instruction Request for
Application of Payment (Revenue Form 21A202) in its entirety and forward it to Revenue
Operations immediately via intra-departmental mail.

M. FORMS

7. Forms — 11.6.2 - Revenue Form 21A202 — Instruction Request for Application of
Payment
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